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SUMMARY 


The recommendations this report can summarized follows: 


That working conditions the Santa Ana Public library 


improved immediately that work can accomplished 


more quickly and easily; 


That personnel rules clarified, written down, and 


applied uniformly; 


2 > 


responsibility are delegated and clearly assigned and that 
there are promotional opportunities for both 


clerical employees; 


That definite policies established for the selection and 


retertion library materials; 


That program set refurbish the book collection 


and improve its quality; 


That the public library relinquish the school library service 


unless financial arrangements can made give both school 


and public library service high quality; 


That bookmobile service sct soon possible and 


planning improve branch service; 


That the library's services expanded and publicized. 
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INTERIM IMPROVEMENTS FOR THE OLD BUILDING 


Between now and the time when the new building completed, the library staff 


will under tremendous pressure. There will many new routines set 


and become accustomed to, and many changes work habits. Preparations for 
moving will involve time, thought, and good deal hard 


addition, the staff must prepared carry its regular work and keep 


present standards public service. For all these reasons for the 
sake the health and morale the staff, would wise take steps now 
improve the conditions which the staff works and the equipment which 


appears the observer that over the years whenever space had found 
for was squeezed into the first few inches that became 


This understandable, 


regardless ultimate convenience organization. 
because any shifts major moves would have required extra work, time and 


energy. however, even though the old building will only used for 


limited number months, unified effort make physical changes will 


ease the will give good practice thinking through various 


steps and procedures relation equipment amd space, and will prove 


same procedures the new library. 


valuable planning 


CIRCULATION DEPARTMENT 


the circulation desk cleared for use office 


The work room behind 


and McLean’s desk placed here where she close her work, easily 
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available the staff, and yet has privacy from the public. Miss Proff too 


should have desk here, placed that she can keep eye the circulation 


desk when necessary. 


Mr. office remarkable for its smallness and its lack privacy. 


This can remedied somewhat moving Mrs. Garcia's desk the other side 


the room and using either book shelvcs vertical files form partitions. 


may possible arrange enough space that the 


heads departments could meet with Mr, his 


own office. All the books which are used the public should removed 


from this work room, which should devoted exclusively the use the staff. 


the advisor's desk are not located arrange 


The circulation 


for the public the staff. The circulation desk can cut 


two, and half placed either side the front Then one 


enters the library, the counter the right should far the return 


CIRCULATION Books could slipped here until new circulation system 
DESK 
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telephone needed this counter 


Access the stacks through 


ber 
ct 


enable the clerk statione 


the archway behind this desk could blocked off, and, workload permits, 


stelled here for the use the clerk 


the left the entrance one enters, the counter for charging out books 


oks blocking the archway leading 


the periodical section. The clerk here would register borrowers, charge 


books, and handle reserves. telephone this desk would not 


the space created moving the circulation desk, the readers' desk 
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might set full view the entering patron. This desk would near 


the main catalog the librarian stationed there easy access the 
and enable her assist the patrons using it. book shelves 
arranged behind the desk, and also perhaps one side, would put all the 

quick reference tools imnediately hand none them need desk. 

When the desk clear, the public will feel more free 


DESK consult the advisor and there will space 


work efficiently. chair beside the desk, space permits, will allow 


patrons sit down for There should telephone here also. 


This will leave space for good display the the 


stacks should 


room door, Many the display units and small boo 


removed, that the public and the staff move about easily quickly. 


FLOOR 


The lower floor should considered whole planning any space 
anization, that everything each functional unit will 
q 
ficiently The Catalog Department, Processing Department, staff room 
corner, janitorial quarters, Department and reference storage 
hallways, and the Circulation Department are all affected changing 
Now the tim begin dispose unused materials, send into 
expensive the items seldom called for. removed now will 
save time during the big move, There much material which can safely 
disposed of, retention policy will needed suggested the chapter 
the Book There comparatively little space the 
building for growth and development, that strict weeding policy will 
needed for some time 
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moving reference materials now the room into 


this new department, become raference work area. 


periodicals and document; cannot shelved here may 


put into active storage. 


staffroom corner adequate but there other place 
from the reference area, give some privacy those rest 
lunch hour whilc others are working the same 


disposed of, Overflow the public reference room 


organized 


and storage materials, especially periodicals, would 
that able way new stack, and 
would seem however replace the table with 
shelving could utilized 


now is, with some The addition 


this time less desirable than weeding the present 


sions the staff, within 
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short duration, Whatever plans are developed should fea 


remaining time before the 


procedure before 


devoted the new plans rather than the old. 
being used, questions 
aph paper and templates 


make. 
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ascertained whether the ideas work out, but detailed studies should 
q If aeants an ooks 
rangement and lavout 
j expLore new ut Op 
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final will There are kits which provide materials 
for such planning which, for the interim plans, could used for 
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our that the contract for furnishing the new building was 
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that one has space work which has organized for use, 
work and the greater need for concentrated consideration 
will increase the need for physical facilitics. 
a2 DOS cnalr av Cacn station for MEeEMLePS tne stall 
4 


articularly important for those who sit typewriter are doing 


for most the Members the the reference 


lesks, 


comfortable chairs and their use, 


cted the National Management Ass 
companies replace typewriters when 


economical repair, usually between the fifth and tenth year 


companies had predetermined policy which called for machin 


date all 
replacement for this equipment 
have the first new 


typewriter for 
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conditions for the staff not come the standards that are 


This true for the regulations under which 


pected California libraries. 


the staff works well for the library building and equipment. Physical 


facilities will improved when the new library building completed. 


recommend that many possible the present handicaps 


Nevertheless 


efficient operation removed interim, Specific 


will found the Interim Improven 


The personnel under which the staff works seem more 


collection customs than reasoned plan for the 


minor changes could much improve staff morale and 
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librarian must read widely, aware new developments 


his work well. clerks need some the same 


the duty the Trustees and the City Librarian set personnel rules 


ry 


which the development this quality the staff. Some ways 


doing this are: 


schedule all staff members for working hours and hold 


the 


plan schedules that people not often work 


see that staff member has two days off succession 


least twice 
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keep night work equitably distributed; 
five each staff member the rank library assistant and 


above, one hour weekly for required professional reading. 


Rules such these will protect each staff off-duty hours and enable 
him use them profitably. Personal time which broken into irregularly 
which comes only few time, not effective, just 
time work done the library not effective work, There 
are several personnel practice and service adjustments which 


recommend, the belief that they improve morale and enable the staff 


work more effectively. 


suggest that the library open ten o'clock rather than nine, 
This done many cities ease the pressure scheduling public 
desks and sive the staff chance the morning duties, 


work jobs, before the public arrives. 


strongly that the library closed Sundays that 

special employees hired work that day. This year, only out 


158 municipal libraries California are still open Sunday. 


has not come about because the libraries were not used but because 

has attract and hold good staff Sunday work 


setting equitable schedules 
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only speed the modernization library, but would provide 


excellent training for the staff help overcome the 
which they have worked many years 
Staff committees might used help develop the book and 
allow time for committee work. that the library might closed 
one morning week the staff intensive work reorganization 
preparations for moving. present seems essential for the staff 
taff members may interested forming staff hop 
that the City Librarian and the Trustees will encourage them Many 
the suggestions made section could more studied and 
out with the assistance Staff Association. Its purposes would 
STAFF ASSOCIATION probably both profesrional and social and would 
typically include all staff members except the City 
Librarian, There place the City Employees Association for such 
the approp round tables 
between the staff the library administration and between the staff and 
FUNCTION 
studies salaries and working corditions for the use 
the city and make staff welfare. 
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shelves and into dark corners. This same book collection, however, trans- 


ported bodily and placed shiny new decor, appears hundred percent 


bier and more uninviting than before. not moment too soon, then, 


the 


The general impression now one many older rebound titles, and frayed 


grubby volumes, among which difficult see select desirable titles 


begin something about the which will 
drastic weeding, recommended elsewhere, will take cere much this 


appearance many the old volumes are removed from the 
progrem binding valuable titles will lengthen their 


BCOK older titles might cover and plast 


JAC 


jacket, only the wallpaper typ restore 
ell put into plastic jackets for 
and longer the book before Every 
must made worthy its shelf All indicates that the 


circulation the books will increase, that esch one 


should topnoteh condition withstand hard usage, lay 
Ca More Ly be done now than Peow tho me 
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The branch book partake gome the same 


central collection. Need weeding, need for more 
and for more titles are reflected here, The small groups adult 
BRA books the two small stations which saw are not 
COLLECTIONS 
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The community library should maintain program 
which locates information, 
orga’ 79s and interprets materials for people 


backgrounds, stimulates thinking and discus- 
sion, and aids community enterprises thet 
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like Fashion Square travel time more than half-hour each way. They 
will teke this trouble for and fashionable items such 

major urchases and furniture. For purchases, 


as es 8 Sed 1c we KS v 4 ow psc ple 1 AY OL mor 
§ 
‘Wal 
rs 
i 
2 


; 
= 
3 
4 
> 
a — 


we 


re Wale 
o 4% 


‘ 4 


* 
The r lthre 
4 
" 
4 4 os 
1@ 
4 
> 
¥ 


mere 
tw 
4% tw 
a 8 
¥ 
\+ > 
Ww 
> 
4. 
° 
i 
. 
ths 3 
tA 


ve. 
4 


e 


* 
4. 2 
t 


Sha 

> Aye 


vi 


i 
3 
i 


& 


ef 
4 
jak 


avoid 


7 


vin 


wh 
wes 


limit circulation. 


suggest stops local shopping 


this possible, the northeast and southwest perts 


the city, and areas where people are more than half mile from 
library. 
Once bookmobile service has been set up, planning for branch system 
should begin. overall branch policy might ‘ed out and adopted 
the Trustees and the City Council. One the first steps would 
HES relocate the Lathrop Branch larger and more suitable 
quarters the same general location. that 
another branch the part the city may 
growth the city annexation and general will 
determine the and location branches. When the time comes 
sites, bookmobile can used very effec ely try 
out various 
hope that branch and bookmobile service can developed fairly quickly. 
The more the city falls behind its provision community service, the 
more difficult catch up. 
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Staff membership should encouraged 
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who can speak for the library’s program. 
has ‘had marked success this aspect its 


Staff members are allowed attend meetings 


letters, and discussions with 


when each staff member 


member the library 
The Long Beach Library 
public program. 


library time when felt 
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